
Lesson Plans for Formal Letter Writing 
 

 

Lesson Plan 1 

 

 

 

 

 

 

 

 

 

Name of instructor Ms. Munaza Akhter 

Course title Business Communication 

 Lesson title for the week Formal letter writing 
  (Business letter and types) 

Lesson topic for the class  Format of a formal letter 

 Essentials of good business letter 
content 

 Sales letter 
  

Number of students in class 30 

Level Intermediate to Advanced 

Time  50 minutes 



 

Lesson Objective: 
Upon completion of this lecture students will be able to:  
 
a) Identify situations that require formal business letter writing  
b) Identify elements of a formal letter (block format) 
c) Understand essentials of good sales letter content  
d) Write sales letter  

 

 

Before Class 
 
Sample business letter format copies 
Sample sales letter format copies 
Business letter rubric copies 

 

 

 

 

 

 

Home Task 
 
none 

Assessment 
 
MENTIONED IN PERFORMANCE PART OF LESSON PLAN 
 



BLOCK LETTER FORMAT 

 



 

Sample Sales Letter 

 

 

 

 



Lesson Plan 2 
 

 

 

 

Lesson Objective: 
Upon completion of this lecture students will be able to:  
 

a) Understand what an Inquiry letter is and why it is written. 
b) Know essential elements of a good Inquiry letter. 
c) Understand what an order letter is. 
d) Know essential elements of an order letter. 

 

 

Before Class 
 
Sample business letter copies 
Business letter rubric copies 

 

Name of instructor Ms. Munaza Akhter 

Course title  Business Communication 

 Lesson title for the week Formal letter writing 
  (Business letter and types) 

Lesson topic for the class Inquiry Letter and Order Letter  
  

Number of students in class 30 

Level Intermediate to Advanced 

Time  50 minutes 



Make students sit in pairs from the beginning of class 
 

Preparation (10 minutes) 
 
Teacher will remind students about sales letter they discussed in last class about selling a 
multifunctional pen.  
Teacher will say let us now suppose that someone else is selling that pen and we want to buy it 
but we are not sure whether to buy it or not, so let’s ask the seller a few questions before 
buying. What are the questions you will ask from seller of such a pen?  
 
Think about this statement for a minute and then I will ask you for answers at the end  
 
Teacher will ask from few students the questions they will ask the seller.  
 
Objective: students will relate information of last lecture with the present lecture  
 

Presentation (15 minutes) 
 
Distribute sample inquiry letter among all students 
 
Teacher talk/lecture: 
 

1) Once you have received a sales letter or through other sources you get to know 
about a product that you want to order, you don’t just right away buy it. You want to 
make sure it has all attributes that you are interested in buying. Therefore, inquiry 
letters are written. 

2) What is an inquiry letter? 
i) Inquiries about product features, quality and price. 

3) Teacher will start discussing inquiry sample letter with students that is already 
distributed before teacher’s talk. 

4) Teacher will discuss the importance of to the point and clear inquiry about product 
and payment terms. 
 

5) Then teacher will move to Order Letter and tell that order letter is written in 
response to inquiry letter (if satisfied with response of inquiry). 

6) Order letter needs focused attention because inaccurate order letter may cause 
receiving of wrong order, faulted product and waste of money. 

7) Order letter needs to express clearly what item is required, how many, what quality 
and what discount is expected. 

 
Objective:  Know essential elements of a good inquiry letter and know essential elements of 
an order letter 
 
 



 
 

Practice (10 minutes) 
 
Each pair of students will be given two copies of sample order letter and rubric that was 
distributed in last class 
 

 

 Students will be instructed to read the sample letter and highlight strengths and 
weaknesses according to the rubric and mention them in margin area of letter. 
 

 Teacher will keep looking at the students’ performance while they are writing strengths 
and weaknesses in the margin and will discuss with each pair while moving around the 
class. 
 

 
Objective: students will practice identification of strong and weak elements of a sales letter. 
 
 
 

Performance (15 minutes) 
 

Written quiz with following statement  
 

 

Select a product you are familiar with and imagine that you are the manufacturer, trying to get 

a local retail outlet to carry it. Use your imagination to make up information about the product 

(information should seem realistic). 

 

Your Task: write a letter to the owner or (manager) of the store, proposing that the item should 

be stocked in his/her store. Use the information you formed to describe some of the product’s 

features and benefits to the store. Then make up some reasonable figures, highlighting what 

item costs, what it can be sold for, and what services your company provides (return of unsold 

items, free replacement of unsatisfactory items, necessary repairs, and so on).  

 
 
 
Objective:  

 Students will express their learning and marked quizzes will equip them with a formal 
record of their learning about sales letter 

 
 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Home Task 
 
none 

Assessment 
 

a) Quiz 



SAMPLE INQUIRY LETTER  

 



 



Lesson Plan 3 
 

 

 

 

Lesson Objective: 
Upon completion of this lecture students will be able to:  

a) Know what a claim letter is. 
b) Understand essentials of an effective claim letter. 
c) Know what an adjustment letter is. 
d) Understand elements of an effective adjustment letter.   

 

 

Before Class 
 
Sample business letter copies 
 

 

Name of instructor Ms. Munaza Akhter 

Course Title  Business Communication 

 Lesson title for the week Formal letter writing 
  (Business letter and types) 

Lesson topic for the class Letter types 
Claim/complaint and adjustment letters 
  

Number of students in class 30 

Level Intermediate to Advanced 

Time  50 minutes 



Make students sit in pairs from the beginning of class 
 

Preparation (10 minutes) 
 
 

 Ask students about inquiry and order letter 

 Then tell them the following scenario: 
 
Small situation 
You ordered 100 T shirts for sports league, 20 of them are of wrong size and wrong color, in 
your opinion  

 How would you inform your seller about the mistake in received order? 

 What are the elements you will take care of? Will you reflect your anger and frustration 
as the league is approaching?  

 
Think about it for 2 minutes (you may discuss with your pair member) and then I will ask from 
different students 
 
Objective: students will remember their previous knowledge related to inquiry and order 
letter and will be able to relate that information with present topic, which will help them in 
understanding present topic effectively. 
 
 

Presentation (25 minutes) 
 
Distribute claim/complaint letter copies  
 
Teacher talk/lecture: 
 

8) What is a claim/complaint letter? 
a. Informing about fault in received order. 

9) Teacher will start discussing claim/complaint sample letter with students that is 
already distributed before the beginning of teacher lecture/talk. 

10) Teacher will discuss the importance of to the point and clear information about 
default product to the seller. 

11) Teacher will also mention importance of courtesy despite having a complaint. 
 

At this point sample adjustment Letter will be distributed among students  
 

1) Then teacher will move to adjustment Letter and tell that adjustment letters are 
written in response to complaint letters. 

 
2) Adjustment letter can be replied with Yes (to accept mistake and fix it) or No (to 

explain why it is not sender’s/seller’s fault) and that the claim is unjustified. 



 
3) In all cases in an adjustment letter courtesy and polite tone is maintained. 

 
4) Teacher will discuss sample adjustment letter with students. 

 
5) Teacher will discuss how a No response to claim is a disappointing letter and 

therefore should be written with a lot of care to not offend the receiver and one 
must sound accommodating.  

6) Strong points of sample letter will be discussed.  
 

Objective:   students will learn tactics to smartly report a claim and to respond to a claim in 
the form of an adjustment letter. 
 
 
 

Practice (10 minutes) 

 
Write an adjustment letter refusing a complaint  

 

Activity Statement  
 

Amtex Internet Provider is a leading internet provider of the country and is recognized for its 

quality products and efficient service. The company tests all the products before they leave for 

selling. Internet Wireless Hub Model 1234 is one of your most sold items and for this model 

your company has not received any complaint except for a few repair requests due to customers’ 

mistake of mishandling the device. But now you have received a complaint letter from Mr. 

Jameel Khan asking for an exchange of Wireless Hub Model 1234. 

Your task: As Sales Manager of Amtex Internet Provider, write a letter to Mr. Jameel Khan 

refusing his claim for exchange of wireless hub model WMZ321. But make sure your letter is 

polite in its tone and accommodates its customers in some form so that you don’t lose the 

customer for future because Amtex values every single customer of its products  

 
Objective: students will practice writing an adjustment letter, with negative response, 
tactfully and smartly.  
 
 
 

Performance (5 minutes) 
1) Peer checking of adjustment letter in the view of rubric.  
2) Teacher will move around class to review each student’s marking of their fellow’s 

work and provide his/her input where necessary.  
Objective:  
 
Students will have an informal record of their learning of the very topic.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Home Task 
 
none 

Assessment 
a) Peer review under teacher’s guidance 
b) Marked quizzes of previous class will be handed back to students with improvement 

comments.  



Complaint letter sample  

 



Adjustment letter sample (Negative response) 

 

 

 

 

 

 



Rubric for Business Letter Writing 

Task Description:    (Teacher may explain specific assignment in this space.) 

Criteria 
w

ei
gh

t 4 – Exemplary 3 – Accomplished 2 – Developing 1 – Beginning 

Organization 25% 

 Accurately uses 
correct business 
letter format 
(heading, 
greeting, 
introduction, 
body, closure, 
signature, 
enclosure, and 
copy) 

 Mostly uses 
correct business 
letter format 
(heading, 
greeting, 
introduction, 
body, closure, 
signature, 
enclosure, and 
copy) 

 Some 
noticeable 
errors in use of 
correct 
business letter 
format 
(heading, 
greeting, 
introduction, 
body, closure, 
signature, 
enclosure, and 
copy) 

 Several 
noticeable 
errors in use of 
correct 
business letter 
format 
(heading, 
greeting, 
introduction, 
body, closure, 
signature, 
enclosure, and 
copy) 

Content 25% 

 Letter clearly 
states the 
purpose  

 Appropriate 
explanations or 
facts used to 
support the main 
idea 

 Easy to follow  
 Tone is 

appropriate for 
intended 
audience 

 Letter clearly 
states the 
purpose  

 Some 
explanations or 
facts used to 
support the main 
idea 

 Somewhat hard 
to follow 

 Tone is generally 
appropriate for 
intended 
audience 

 Purpose of 
letter is unclear  

 More 
explanations or 
facts need to 
be used to 
support the 
main idea 

 Hard to follow 
 Tone is too 

formal or too 
informal for 
intended 
audience 

 Purpose of 
letter is unclear 

 Main idea is not 
supported by 
explanations or 
facts 

 Letter rambles; 
hard to follow 
or understand 

 Tone is 
inappropriate 
for intended 
audience 

Appearance 25% 

 Typed, using 
correct spacing, 
font, and format 

 Letter typed with 
few problems in 
spacing, font, or 
format 

 Letter typed 
with frequent 
problems in 
spacing, font, 
or format 

 Letter not 
typed; wrong 
format used 
and hard to 
read 

Language 

Usage 
25% 

 Accurate use of 
punctuation and 
grammar 

 No spelling 
errors 

 One or two 
mistakes with 
punctuation or 
grammar 

 One or two 
spelling errors 

 More than two 
mistakes in 
punctuation or 
grammar 

 More than two 
spelling errors 

 Incorrect use 
throughout the 
letter of 
punctuation or 
grammar 

 Frequent 
spelling errors 
distract from 
letter 

 



References for lesson plan 1 

 

1- Teacher talk material taken from: 

Business Communication –Concepts, Cases and Applications, 2nd Edition. Page 

129-138.   

 

2- Block letter taken from following link 

http://reptileshopbirmingham.com/8-full-block-style-business-letter-format/ 

3- Sample sales letter taken from following link 

https://www.template.net/business/letters/sales-letter/ 

References for lesson plan 2 

 

1- Teacher talk material taken from: 

Business Communication –Concepts, Cases and Applications, 2nd Edition. Page 

129-138.   

 

2- Sample Inquiry letter taken from following link: 

https://www.google.com/search?biw=1920&bih=966&tbm=isch&sa=1&ei=KmM

oXbKLPMGb1fAP1a672AE&q=sample+inquiry+letter+better+widget+makers&o

q=sample+inquiry+letter+better+widget+makers&gs_l=img.3...33591.37090..3720

4...0.0..0.247.3948.0j13j7......0....1..gws-wiz-

img.......0j0i30j0i8i30.hqPfLETCJ0Q#imgrc=mSo0yI7fgI2isM: 

 

3- Sample order letter taken from: 

Business Communication –Concepts, Cases and Applications, 2nd Edition. Page 

134.  

 

 

 

References for lesson plan 3 

 

1- Teacher talk material taken from : 

Business Communication Today, 10 Edition by Bovee, Thill, and Chatterjee, Page 

245-255. 

2- Sample claim letter taken from following link: 

https://www.google.com/search?biw=1920&bih=966&tbm=isch&sa=1&ei=UWM

oXbaLNZ-

http://reptileshopbirmingham.com/8-full-block-style-business-letter-format/
https://www.template.net/business/letters/sales-letter/
https://www.google.com/search?biw=1920&bih=966&tbm=isch&sa=1&ei=KmMoXbKLPMGb1fAP1a672AE&q=sample+inquiry+letter+better+widget+makers&oq=sample+inquiry+letter+better+widget+makers&gs_l=img.3...33591.37090..37204...0.0..0.247.3948.0j13j7......0....1..gws-wiz-img.......0j0i30j0i8i30.hqPfLETCJ0Q#imgrc=mSo0yI7fgI2isM
https://www.google.com/search?biw=1920&bih=966&tbm=isch&sa=1&ei=KmMoXbKLPMGb1fAP1a672AE&q=sample+inquiry+letter+better+widget+makers&oq=sample+inquiry+letter+better+widget+makers&gs_l=img.3...33591.37090..37204...0.0..0.247.3948.0j13j7......0....1..gws-wiz-img.......0j0i30j0i8i30.hqPfLETCJ0Q#imgrc=mSo0yI7fgI2isM
https://www.google.com/search?biw=1920&bih=966&tbm=isch&sa=1&ei=KmMoXbKLPMGb1fAP1a672AE&q=sample+inquiry+letter+better+widget+makers&oq=sample+inquiry+letter+better+widget+makers&gs_l=img.3...33591.37090..37204...0.0..0.247.3948.0j13j7......0....1..gws-wiz-img.......0j0i30j0i8i30.hqPfLETCJ0Q#imgrc=mSo0yI7fgI2isM
https://www.google.com/search?biw=1920&bih=966&tbm=isch&sa=1&ei=KmMoXbKLPMGb1fAP1a672AE&q=sample+inquiry+letter+better+widget+makers&oq=sample+inquiry+letter+better+widget+makers&gs_l=img.3...33591.37090..37204...0.0..0.247.3948.0j13j7......0....1..gws-wiz-img.......0j0i30j0i8i30.hqPfLETCJ0Q#imgrc=mSo0yI7fgI2isM
https://www.google.com/search?biw=1920&bih=966&tbm=isch&sa=1&ei=KmMoXbKLPMGb1fAP1a672AE&q=sample+inquiry+letter+better+widget+makers&oq=sample+inquiry+letter+better+widget+makers&gs_l=img.3...33591.37090..37204...0.0..0.247.3948.0j13j7......0....1..gws-wiz-img.......0j0i30j0i8i30.hqPfLETCJ0Q#imgrc=mSo0yI7fgI2isM
https://www.google.com/search?biw=1920&bih=966&tbm=isch&sa=1&ei=UWMoXbaLNZ-O1fAPmMe6wAo&q=business+letter+complaint&oq=business+letter+complaint&gs_l=img.3..0l4j0i8i30l6.455747.459780..459947...0.0..0.298.5233.0j10j14......0....1..gws-wiz-img.......0i67j0i24.IEHwoe1MVKs#imgrc=1C4LaeeToiab8M
https://www.google.com/search?biw=1920&bih=966&tbm=isch&sa=1&ei=UWMoXbaLNZ-O1fAPmMe6wAo&q=business+letter+complaint&oq=business+letter+complaint&gs_l=img.3..0l4j0i8i30l6.455747.459780..459947...0.0..0.298.5233.0j10j14......0....1..gws-wiz-img.......0i67j0i24.IEHwoe1MVKs#imgrc=1C4LaeeToiab8M


O1fAPmMe6wAo&q=business+letter+complaint&oq=business+letter+complaint

&gs_l=img.3..0l4j0i8i30l6.455747.459780..459947...0.0..0.298.5233.0j10j14......0.

...1..gws-wiz-img.......0i67j0i24.IEHwoe1MVKs#imgrc=1C4LaeeToiab8M: 

 

3- Sample Adjustment letter taken from: 

Business Communication Today, 10 Edition by Bovee, Thill, and Chatterjee, Page 

254. 
 

Business Letter Rubric Reference 

 

Business letter rubric published by Texas Education Agency, 2006. 

https://www.google.com/search?biw=1920&bih=966&tbm=isch&sa=1&ei=UWMoXbaLNZ-O1fAPmMe6wAo&q=business+letter+complaint&oq=business+letter+complaint&gs_l=img.3..0l4j0i8i30l6.455747.459780..459947...0.0..0.298.5233.0j10j14......0....1..gws-wiz-img.......0i67j0i24.IEHwoe1MVKs#imgrc=1C4LaeeToiab8M
https://www.google.com/search?biw=1920&bih=966&tbm=isch&sa=1&ei=UWMoXbaLNZ-O1fAPmMe6wAo&q=business+letter+complaint&oq=business+letter+complaint&gs_l=img.3..0l4j0i8i30l6.455747.459780..459947...0.0..0.298.5233.0j10j14......0....1..gws-wiz-img.......0i67j0i24.IEHwoe1MVKs#imgrc=1C4LaeeToiab8M
https://www.google.com/search?biw=1920&bih=966&tbm=isch&sa=1&ei=UWMoXbaLNZ-O1fAPmMe6wAo&q=business+letter+complaint&oq=business+letter+complaint&gs_l=img.3..0l4j0i8i30l6.455747.459780..459947...0.0..0.298.5233.0j10j14......0....1..gws-wiz-img.......0i67j0i24.IEHwoe1MVKs#imgrc=1C4LaeeToiab8M

